
 

Keyword: Assistance Bulletins WWW.SNOCO.ORG 

General Standards for 
Electronic Submittals 

Assistance Bulletin 

#111 

 
This bulletin is intended only as an information guide. The information may not be complete and is subject to change.   

For complete legal information, refer to Snohomish County Code. 

Added January 2018 

 
Snohomish County 

Planning and Development 
Services 

 
 

 

 
Visit us at : 

 
2nd Floor Robert J. Drewel Bldg. 

3000 Rockefeller Avenue 

Everett, WA  98201 
 

425-388-3311 

1-800-562-4367, ext. 3311 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

  ONLINE INFORMATION 
www.snohomishcountywa.gov/1190 

 

 

 

 

 

 

 

 
 
 
 

 

 
 

 
 

This Assistance Bulletin only 

applies to property within unin-

corporated Snohomish County 

and does not apply to property 

within incorporated city limits. 

Q: What file types are acceptable for electronic submittal?  
A: All electronic submittals shall be in Portable Document Format (PDF). 

 

Q: May I apply security settings to my submitted files?  

A: Security Settings shall allow reviewers full editing capabilities.  

(See Security Settings example on page 3.) Reviewers must have the ability to add 

headers/ footers, mark-ups, and insert cover sheets. 

 

Q: What is the maximum size allowed for each submitted 

file? How many files may I submit? 

A: The file size for any single PDF submitted shall not exceed 500 MB. Please contact 

PDS permitting if you expect to submit more than 100 files for any application. 

 

Q: Are there any other specific requirements for my PDF 

submittals? 

A: Yes, please refer to the list below when creating your PDF submittal documents. 

 Ensure all layers are flattened in the authoring program prior to export and submittal. 

 PDF authoring tools shall be set to Vector. 

 Plot Location shall be consistent throughout each drawing set or document, and 

consistent between original submittals and resubmittals. Maintain Output Scale – do 

not use “Fit to Page”. 

 Orient all sheets so the top of the page is always at the top of the computer screen. 

 Drawing Scale: each drawing sheet shall have one scale. Detail sheets with multiple 

scales are not allowed. Viewports are not allowed. 

 Font Type shall be TrueType (SHX fonts are in Raster format and not allowed). Do 

not embed fonts. 

 Font Size for submittal specific text shall be a minimum of 10 pt with a clarity 

equivalent to, or better than, the theme fonts Arial, Gill Sans, or Tahoma. 

‘Boilerplate’ text may be per applicant’s standard.  

 Use of Cross-Hatching Fill Patterns should be minimized. Where hatch fill is 

required, use efficient parallel line fill patterns as much as practicable.  
 

 

NOTICE:  Digital documents submitted to Snohomish County are public records and may be subject to 

disclosure pursuant to the Public Records Act (RCW 42.56)  

http://www.snohomishcountywa.gov/1190/Permits-Forms


 

General Standards for Electronic Submittals 

Q: Do I need to include Bookmarks or Hyperlinks in my PDF submittal?  

A: Bookmark and Hyperlink requirements are dependent upon the number of pages within the PDF submittal. 

 Bookmarks are required for submittal files in excess of 10 pages. Bookmarks shall be named in a way so the 

reviewer can quickly move from sheet to sheet. (See Bookmarks example on page 3.) Bookmark settings 

should be set to open each page at full view. 

 For drawing sets of any one design discipline which exceed 30 pages, all detail references shall be 

hyperlinked within that drawing set. 

 

Q: What are the electronic submittal requirements for signatures?  

A: Structural and Land Use submittals, which require the signature of a design professional, or land surveyor, on 

the documents for permit submittal review, may be submitted electronically where the signed final document is 

submitted  as a “flattened” PDF such that all layers of text, graphics, and content are merged into a single graphic 

entity.  

 

See also the WA State DOL Electronic Documents: A Board Interpretative Guideline. 

 

Some final documents required for final approval and/or permit issuance still require a “wet” signature of the 

party identified in the permit submittal checklist. Please contact the PDS permitting division, or Ask Permit Tech, 

to discuss the specific requirements for your permit if a “wet” signature is specifically identified as required. 

 

Q: Is it acceptable for my PDF submittal be a scanned document?  

A: PDF documents produced by scanning paper documents are inherently inferior to those produced from 
electronic sources, and the document file size is greatly increased. 
 
PDF documents created from electronic sources are preferred; however, documents which are only available in 
paper format may be submitted as scanned document PDFs. Original paper documents should be as clean as 
possible, and scanned at a resolution which ensures the pages are legible on both a computer screen, and when 
printed. 
 
Scanning should be done at a minimum of 150 dpi and a maximum of 300 dpi to balance legibility and file size. 
Full-photo scan settings for copies should be avoided. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NOTICE:  Digital documents submitted to Snohomish County are public records and may be subject to disclosure pursuant to the Public 

Records Act (RCW 42.56)  
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https://www.dol.wa.gov/business/engineerslandsurveyors/docs/eDocsInterpretiveGuideline.pdf
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Security Settings  

 

 

 

 

 

 

 

 

 

 

 

Bookmarks 
(Document with fewer pages than requirement shown for clarity.) 
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